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& Introduction

T’

To conduct financial activities with the National Science Foundation (NSF), you must be assigned Financial
Functions User (FFU) permissions through FastLane. FFU permissions are assigned by your
organization’s Financial Administrator. Once you are a Financial Functions User (FFU), you can conduct
one or more of the following activities:

* Grantee Electronic Funds Transfers (EFT) Update
Provide NSF with your organization’s banking information so that NSF can transfer funds electronically
to your organization’s bank account. Users with EFT Update permission can enter and modify any
banking information for their organization. All NSF grantees with the exception of certain non-US
grantees must provide banking information through this service in order to request and/or receive
payments.

» Grantee EFT History
View the history of your organization’s EFT updates.

+ ACMS$
Request payments for NSF awards; view and organize payment history and financial information.




Financial Function User Roles

FFUs can be one of three different roles at awardee organizations, including:

Where to Log

Onin Responsibilities
FastLane

Sponsored Project Office * Add, modify and delete users

Representative (SPO)/FastLane . Designa’ge the_Financi.aI. Admini.strator; can designate

Contact : Research self as Financial Administrator if necessary

th o ati Administrati * Authorize individuals as FastLane users to whom the
€ person In your organization ministration Financial Administrator can assign permissions for

who has all FastLane Research financial functions

Administration permiSSionS e Set and reset passwords

*  Withdraw permission from the Financial Administrator

Financial Administrator:

individual in your organization, * Assign Financial Functions permissions to one or more
usually from the Finance or Research individuals; can assign these permissions to self if
Business Office such as the Administration necessary.

Controller or Deputy Controller * Withdraw permissions to perform Financial Functions

* Cannot reset passwords

1. Can perform financial functions as authorized by
Financial Functions User: Financial Administrator in the following roles:
ACM$ Awardee Preparer
ACMS$ Awardee Financial Representative
ACM$ Awardee Certifier
Grantee EFT Preparer
Grantee EFT Certifier
Grantee EFT History

one or more individuals who can
conduct financial functions with
NSF on behalf of your
organization

Financial
Functions
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ﬁ How to Assign the Financial Administrator Role

The SPO designates a Financial Administrator by giving an individual the Financial Administrator

permission in the Accounts Management application of FastLane’s Research Administration. The SPO can
do this in two ways:

1. Add a new User
2. Modify a User Profile

How to Add a New User:

Go to Research.gov and click on the NSF FastLane link on the left menu shown below:

earch KR (S e

ontaCt Us | Site Map Help January 24, 2013

LOGIN AS

NSF Visitor (2 - Research.gov

How Do I Login? | Reqister

_ Click here to Learn More > >

APPLY FOR GRANTS Alerts

Research.gov will be undergoing maintenance January 24, 7:00 to 9:00 PM Eastern Standard Time (EST). Users will not be able

Grants.gov to modify preferences or register a Visitor account during this time.
NSF Fastl.ane <:| NSF awardees must stop submitting project reports in FastLane starting on February 1, 2013. On March 18, 2013, NSF will
NASA Nspires transfer its current project reporting service from FastLane to Research.gov. As part of this transition, FastLane reports
must be frozen. To assist the community with this transition, the overdue date will be extended for all project reports that
are currently scheduled to become overdue between January 31 and April 30, 2013. Note, this advisory does not apply to
organizations already in the Project Reporting Pilot. A list of those organizations is accessible from the link below. Project
Reporting on Research.gov

For additional assistance, contact the Research.gov Help Desk — 7 AM to 9 PM - EST, Monday through Friday at 1.800.381.1532 or
by emailing rgov@nsf.gov. Research.gov System lNotices
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NSF Home | News | Site Map | FastLane Help | Grants.gov Help | Contact Us

Fastlane is an interactive real-time system used to conduct NSF business over the FastLane (7 AM to 3 PM Eastern Time » M-F)
Internet. FastLane is for official NSF use only. More About FastLane... User 1-800-673-6188
fastlane.nsf. Support FastLane Availability (recording):
www.fastlane.nsf.qov / 1-800-437-7408

Proposals, Awards and Status | Proposal Review | Panelist Functions | Research Administration | Financial Functions

Honorary Awards | Graduate Research Fellowship Program | Postdoctoral Fellowships and Other Programs

Quick Links ‘ Research Administration

> Instructions for Research

Login for the following permission based fg)ctions:
Administration gl ving p issi i

» New Organization Registration " Accounts Management Log In

» EDI Proposal Preparation " Letters of Intent Last Name:

» Use of NSF ID " Proposals/Supplements/File Updates/Withdrawals NSF 1D:
b Privacy Act

» FastLane Proposal Preparation " Award Documents

and Submission Guide i X P: d:
(7.1MB PDF) " Forwarded/Submitted Revised Budgets asswor

" Notifications & Requests Select one:
@ Research Administration

» Grant Proposal Guide

" Organizational Reports
O submit EDI Proposals

" Project Reports

" Authorized Organizational Representative Functions

Forgot Password?
Lookup NSF ID

1. From the FastLane home page click on Research Administration. Log in using your last name,
NSF ID number, and password. The Research Administration home page displays with a list of
functions.

2. On the Research Administration screen, click Accounts Management. The Accounts Management
screen will display the User Account tab as default.

3. Click the Add New User button and the Add New User screen will display.

Ps NSF Home | News | Site Map | GPG | AAG | Contact Us |
‘ ini i * ’
+ )
v, Fast/ELL Research Administration | HOME ¥ ange Pas

X

Accounts Management | main » Organiz

‘ User Account | Organization Information Financial Representative Information

Yiew Organization Permissions Report P

p Search for existing User to view/modify data:

Last Name: search | Yiew All Users / Add New User |

Search Results




4. In the User Profile section, the NSF ID box is to be left blank as NSF will generate an NSF ID for
the new user.

The following fields are mandatory:

» First Name box
» Last Name box
« Email box

The following fields are optional:

* Phone Number box
* Fax Number box

5. In the Create a Password box, create and confirm a password for the new user (Note: A password
must be between 6 and 20 characters and have at least one alphabetic and one numerical

character).

Note: If the new user is a Principal Investigator (Pl), complete the Principal Investigator (PI) Profile section and

click the Add user as Pl check mark box.

» Type any suffix for the user (PI)

» Specify a department from the Department drop-down list (optional entry)
» Specify a degree type from the Degree drop-down list

o Select degree year

6. Click the check mark box for Financial Administrator within the User Permissions section.

Add New User Organization ID: 000

Enter the user's NSF 1D if known. Leave the field blank for the system to generate 3 new NSF ID.
Reguired Fields ere preceded by an asterisk (=)

7. Click the Add User button — the View

User Profile

NS 10 Sovacy Act

~First Name: Jane MI: A

“Last Name: Aliase

Add User Profile screen will display
showing all profile information and

“Email: jaliaseSnsf.gov

Phone 7035551000
Number:

Fax Number: 7035550000

10 chipiex caly

10 dgiex cnly

..............

permissions for the new user.

Password Bequircements

8. Click the Confirm Add User button —

Principal Investigator (PI) Profile

] add user as PI Suffoc: Qr., Se., 111, €tc)
Department:
“Degree please select from list below: ~

Type:
'D:aree Please select degree year (v
ear:

User Permissions

Add, Modify, and Delete FastLane Users
Change User Permissions
Initiahize/Change User Password
Crganizational Reparts

Adm.
Sub
Adrminister Revised Budgets

View/Print Organization’s Award Letters

mnister Notificatsons To or Requests For NSF Approvi
Proposals/Supplements/Updates/Withdrawals to

View Project Reports
atsonal Information

00000ooopoo

| Representative Functions

[)
a

ORGANIZATION NAME:
Carnegie-Mellon Uniy

NSF ID displays on notification.

CONFIRMATION

Add User Data for - jack wilshere
User has been successfully added to the FastLane system,
User Permissions have been successfully added.
User Financial Permissions have been successfully added.

Please note your NSF ID generated by the system is 000706199

<=

4 Account Management Main




How to Modify a User Profile:

1. Go to the FastLane home page and click on Research Administration. The Research Administration
home page displays with a listing of functions. Log in using your last name, NSF ID number, and
password.

2. On the Research Administration screen, click Accounts Management. The Accounts Management
screen will display with the User Account tab as default.

3. Search for the user whose profile you need to modify.

4. On the Accounts Management screen, click Modify on the row for the user whose profile you want to
modify.

Accounts Management | main » Organization: NSF

‘ User Account l Organization Information Financial Representative Information

View Organization Permissions Report P

¢( p Search for existing User to view/modify data:
f

Last Name: |wilshere l Search Yiew All Users Add New User

Search Results

Click on User Name to view/modify/delete data, Sort results by clicking column title,

1 user found. 1
Name Email Address Actions

wilshere, jack jwil@gmail .com Yiew|Modify|Delete

Export options: Excel a
Cancel

The Modify User Profile screen displays showing the individual’s permissions.

In the User Permissions section, click the check mark box for Financial Administrator.
Click the Modify User button, and the View Modify User Profile screen will display.

Click the Confirm Changes button and the Confirmation screen will display.

© ® N o o

Click Account Management Main, and the Accounts Management Main screen will again be
displayed with the User Account tab as default.

The SPO Representative has now completed the required steps for assigning a financial administrator.




The Financial Administrator gives permissions to one or more of your organization’s authorized
users to perform Financial Functions. The Financial Administrator is the only user who can assign
permissions for Financial Functions to an individual in your organization. If the individual is not yet
a user, have the SPO or another individual with Add, Modify, and Delete User permissions add the
person as a user by completing the processes for Add a New User.

To assign Financial Function permissions to an existing user:

1. Go to the FastLane home page and click on Research Administration. The Research
Administration home page displays with a list of functions. Log in using your NSF ID, last name
and password.

2. Click on Accounts Management. The User Account tab screen displays as default.

3. On the User Account tab screen, search for the user you want to designate as a Financial
Functions User (FFU).

a. On the Accounts Management screen on the User Account tab, click Modify on the
row for the user you want to make an FFU. The Modify User Profile screen will display.

b. In the Financial Permissions section, click the check mark box for any number or all of
the financial permissions shown in the screen below. Institutions should have at least one
user with the following financial permissions:

* Grantee EFT Certifier

* Grantee EFT Preparer

* Grantee EFT History

* ACMS$ Awardee Preparer
* ACMS$ Awardee Certifier

* ACMS$ Awardee Financial Representative

Financial Permissions

ancial Report Preparer

ancial Report Certifier

ash Request

ash Request History

rantee EFT Certifier

rantee EFT Preparer

Grantee EFT History

ACM$ Awardee Financial Representative
ACM$ Awardee Preparer

ACM$ Awardee Certifier

00031
33

O0OOoooEEan

Modify User | Cancel

A single user can act as the preparer and certifier simultaneously. As mentioned, all permissions will be assigned by
the Financial Administrator.




ﬂ The Financial Functions User (FFU) Role

If you have been added as a new financial functions user and given financial permissions, you can now
perform those financial functions for which you have permission.

1. Go to the Research.gov home page. On the Log in drop down list select NSF User and click on the

Log in button. The Research.gov Login screen appears.

earch

Home ontaCt Us | Site Map Help

[a)
LOGIN AS m

[togn]|

NSF Staff 15 g

B nCommon__ R
> Service Offerings
SEE Innovation

APPLY FOR GRANTS

NSF Visitors:

NSF User | |
NSF Visitor

Click here to Learn How > >

Alerts

Research.gov will be undergoing maintenance January 24, 7:00 to 9:00 PM Eastern Standard Time (EST). Users will not be able

January 24, 2013

Grants.qov to modify preferences or register a Visitor account during this time.

NSF Fastlane NSF awardees must stop submitting project reports in FastLane starting on February 1, 2013. On March 18, 2013, NSF will
transfer its current project reporting service from FastLane to Research.gov. As part of this transition, FastLane reports

must be frozen. To assist the community with this transition, the overdue date will be extended for all project reports that

NASA Nspires

2. Enter your name, NSF ID Number,
and password.

a. Clickon Log in.

b. You will see your Research.gov
My Desktop page.

NSF User Login

Rules of Behavior

This Government Computer System is provided as a public service by the National Science Foundation. It is int
viewing, submission and retrieval of authorized information only. All usage of information retrieved from this C
guidelines in Computer Fraud and Abuse Act of 1986. Unauthorized attempts to upload information, change or
service are strictly prohibited and may be punishable under the Computer Fraud and Abuse Act of 1986. Usag

By logging in, you are accepting the rules above.

Last Name:

NSFID: [ Forgot My NSF ID

Password: [

Forgot My Password

—i




Home

Contalt Us Site Map Help

Research.gov Services & Tools
Find Reviewers

Research Spending &
Results

Policy Library

NSF Staff RSS Feeds

Research.gov Labs
About Labs

Proposal Compliance
Review

Conflict Screening
Proposal Search
Document Search

Award Manager

NSF Services
eJacket

PIMS

Inside FastLane

> What We Do
> What is Research.gov?
> NSF Staff Services

earch

3. To access the ACMS$ click on the Award Cash Management Service link under Research.gov Services
& Tools or the Award Cash Management Service link under your ACM$ Dashboard.

Search | Advanced

Welcome y Profile | Logout | January

Award Cash Management PI R - ~ YA
$ervice ¢ o n e v I w

Alerts
Award Manager, Panel Reporting and HRM Reporting Utility may be intermi y ur ilab

Research.gov will be undergoing maintenance January 24, 7:00 to 9:00 PM Eastern Standard Time (EST). Users will not be able
to modify preferences or i a Visitor during this time.

For additional assistance, contact IT Help Central - 7 AM to 7 PM EST, Monday through Friday at 703.292.HELP (4357), toll free at
800.711.80384 or by emailing ithelpcentral@nsf.gov.

¥ PrintPsge  Adjust Font Size: A A A
My Desktop » My Links Edit

Explore the new NSF Research.gov Desktop, an intuitive and flexible online workspace for NSF

staffl The first new tools to be offered on the Desktop, Find Reviewers and What We Do, help to
illustrate the kinds of exciting tools and services for staff that are possible through Research.gov. Try
out the Desktop today and tell us what you think! NSF needs your feedback and input to help shape
this workspace and the new tools that it offers

Project Reports

Learn about the transition of
project reporting from FastLane
to Research.gov.

January 28 - 29, 2013

The ultimate goal for the Desktop is to provide staff with an integrated location where they can access
the resources needed to support their program work — a seamless experience for completing a variety
of mission functions! The Desktop will provide easy, centralized access to the services, tools, and
grants management information you need, including:

e Existing information (such as Principal Investigator and Reviewer data) provided in a single view,
which can be utilized in dynamic ways previously not possible

e New information that was previously hard to find or inaccessible FDP General M
* Brand-new tools and services, as well as existing business applications Conference
e Instructional materials and job aids

March 8, 2013

Desktop Services Available:

Find Reviewers showcases the possibilities that exist in this environment for dynamic new tools and
services and increased access to important information. Find Reviewers helps staff find and identify
qualified reviewers by marrying information from a variety of sources to provide a comprehensive view

O Y Sy SN N S y—— [ = ] A finee

Outreach

kit i T e—e.




ﬁ How to Change the Banking (EFT) Information

NSF disburses funds to your organization’s bank account on the basis of the banking information you have
submitted to NSF. Before you can request a payment transaction you must register your organization’s
banking information within the financial functions.

Use the Grantee EFT Update Financial Function to view, modify or certify the banking information for
Electronic Funds Transfers (EFTs) from NSF to your organization. To enter a Grantee EFT Update for your
organization, you must be a Financial Functions User (FFU) and be assigned one or both of the following
permissions:

* Grantee EFT Preparer
* Grantee EFT Certifier

The following table provides an overview of each permission and its associated activities:

Grantee EFT Preparer * View EFT Profile
* Modify and Forward an EFT Profile

* View EFT Profile
Grantee EFT Certifier * Certify and Submit a Modified EFT Profile
* Reject a Modified EFT Profile

To set up and certify banking information for Electronic Funds Transfer (EFT), you must go to FastLane
and select the Grantee EFT Update option.




How to View EFT Profile:

1. Go to Research.gov. Click
Financial Functions under NSF
FastLane Services.

2. On the Financial Functions
screen, click the Go button for
Grantee EFT Update. The Grantee
EFT Update screen displays EFT
information with a message
indicating whether it is has been
certified or is pending certification.

Research.gov Services & Tools
Federal Financial Report

Research Spending &
Results

User Management
Policy Library
Award Cash Management
Service

NSF FastLane Services
Research Administration

Financial Functions

Grantee Cash Managemeny
Section Contacts

Send a refund to NSF via
Pay.gov ()
Lookup NSF ID

> What is Research.gov?

> Service Offerings

> SEE Innovation

FEEDBACK

Research

Home ontalt Us Site Map Help

Welcome Li

Alerts

Coming Soon! In early 2013, NSF will transfer its current project reporting service fi
will require Pls and Co-Pls to use Research.gov to prepare and submit annual, final
tuned for more information.

POR and FFR customers submitting reports, please remember to save your report
out of Research.gov.

The Prop and Award Policies and Guide for 2013 has been release:

Note: Your institution must be actively registered in the Central Contractor Registr
Research.gov grantee services, including the FFR. If your registration is expired or
CCR, you will not have access to services on Research.gov. To register, visit www
cannot access Research.gov's grantee services, including the FFR, contact the NSF

vy Desktop

Award Cash Management $ervice (ACM$) Dashboard

ACM$ Dashboard

Award Cash Management Service
The following transaction requires attention:

Draft Transactions =>
Transactions awaiting Awardee certification >>

> & » FastLane
Financial Functions
for
NOTE: ¥ st Server. No mformation that you submit on this

erver w

Please select the application by clicking oa appropriate “GO” button. For FFRs and FCTRs,

select an appropriate quarter ending date

160 Historical Federal Cash Transaction Report For Quarter Ending: 09/30/2008

[60] Cash Request

[60] Cash Request History
160 Grantee EFT Update
[66)] Grantee EFT History

Instructions for Financial Functions




1. Access the Grantee EFT Update
screen (see View EFT Profile). The
screen displays the current EFT
information for your organization
with a message that the information
has been certified.

2. Inthe TIN box, type your
organization’s taxpayer identification
number (TIN).

3. Inthe DUNS Number box, type
your organization's DUNS number.

4. In the DUNS Qualifier box, type
your organization's DUNS Qualifier
(can be left blank).

5. In the Routing Number box, type
the bank routing number (FastLane
determines the name of the bank
from the routing number).

6. Inthe Account Number box, type
the account number for the
receiving account.

7. In the Account Type section, click
the radio button for either Checking
or for Savings.

8. Click the Modify button. The
Grantee EFT Update screen
displays the revised information with
a message for you to verify that the
information is correct.

9. Click the Forward button. The
Grantee EFT Update Confirmation
screen will appear with a message
that your information has been
successfully forwarded for
certification.

ﬂ How to Modify and Forward an EFT Profile

FastLane

Grantee EFT Update

NOTE: You are connected to the FastLane Test Server. No information that you submit on this

server will be considered officially sent to the NSF.

The Electronic Funds Transfer (EFT) profile displayed has been certified

Listed below is the EFT profile for your organization. To modify this profile, change the data as

required and then click on the "Modify' button. Please note that NSF does NOT pay by WIRE.
The routing number provided must be for EFT transactions. The name of the bank is determined
based on the routing number you enter. Also, please verify the Tax Identification Number (TIN)

and DUNS information for vour organization.

Organization Information
Organization Name:

TIN:

DUNS Number:

DUNS Qualifier:

Electronic Funds Transfer Information
Bank Name:
Routing Number:

Manufacturers and Traders Trust Company

Account Number:

Account Type: ® Checking O Savings

Frank FinFuncUser
Jan 25 2012 7:11PM

» [ Modify ” Go Back ]

Grantee EFT Update

Last Certified By:
Last Certified Time:

Please venfy that the followmng mformation ss comrect To forward for certfication click the
Forward button

Orgamzation EFT Update Test University
TIN 123456789

DUNS Number 987654321

DUNS Qualifier | 1212

Bank name Example Bank

Routing number EERERERRR

Account number | 7777777

Account type Checking

Updars by Joha Smith

»
—




10.Click the Go Back to
Financial Functions button

to return to your Umversity has been successfully forwarded.
organization’s Financial
Functions Screen.

Electronic Funds Transfer (EFT) and/or TIN/DUNS mformation for EFT Update Test

Grantee EFT Update

Go Back to Financial Functions |

D

T _

1. Access the Grantee EFT Update screen
(see View EFT Profile). The screen
displays the modified EFT information
with a message indicating it is pending
certification.

2. Click the Certify & Submit button. The
Grantee EFT Update screen displays the
modified EFT information for your
organization with a message asking you
to verify that the information is correct.

3. If the information is correct, click the
Certify & Submit button. The Grantee
EFT Update Confirmation screen
appears with a message that your
information has been successfully
certified and submitted to NSF.

Note: If the information is incorrect, you can
Reject the Profile. See the next section for
detailed instructions.

4. Click the Go Back to Financial
Functions button to return to your

organization’s Financial Functions screen.

ﬂ How to Certify and Submit a Modified EFT Profile

FastLane

Grantee EFT Update

The Electronic Funds Transfer (EFT) profile for your organization is pending certification.

Organization Information

Organization Name:
TIMN:

DUNS Number:
DUNS Qualifier:

Test University
516000297
000000000
1234

Electronic Funds Transfer Information

Bank Narme:
Routing Number:
Account Number:
Account Type:

Last Certified By:
Last Certified Time:

Wilmington Trust Company
031100092

103445877

Checking

Frank FinFuncUser
Oct 28 2008 9:054M

[ Certity & Submit | [ Reject | [ Go Back




How to Reject a Modified EFT Profile:
1.

Access the Grantee EFT Update
screen (see View EFT Profile). The
screen displays the modified EFT
information with a message indicating
it is pending certification.

Click the Reject button. The Grantee
EFT Update screen displays the
modified EFT information for your
organization with a message that
clicking the Reject button will delete
the modified information.

Click the Reject button. The Grantee
EFT Update Confirmation screen
displays with a message that your
information has been rejected.

Click the Go Back to Financial
Functions button to return to your
organization’s Financial Functions
screen.

Please venfy that the followmg mformation 1s correct To certfy and submut to NSF chck the

Certify & Submit button
Organization
TIN
DUNS Number
DUNS Quakfier
Bank name
Routing number
Account number
Account type
Update by

Grantee EFT Update

EFT Update Test Unnersity
123456789

987654321

1212

Example Bank

4

TI77T77

Checking
John Smuth

b N ———
(l Certity & Submit {2 Go Back |

Note: If the user has both the Grantee EFT Preparer and Grantee EFT Certifier permissions the user can Modify and
then Certify & Submit an EFT profile.

FastLane sends an e-mail notification of the EFT Profile change to the following members of the
grantee’s organization:

* The organization's Financial Administrator

» All Financial Function Users who have permission to request cash and/or change EFT

information

 All Authorized Organizational Representatives




You can view the record of changes to your organization’s EFT Profile with the Grantee EFT History
function.

1. Log in to Financial Functions in the FastLane home page. The Financial Functions Menu screen
displays.

2. On the Financial Functions screen, click the Go button for Grantee EFT History. The Grantee EFT
History screen displays. The screen displays the original EFT profile and any subsequent changes,
including who made the change and the date the change was made. You can view your organization's
TIN, DUNS number and DUNS qualifier, bank name, bank routing number, account number, account
type, update by (who did the update), update date and time, certified by (who certified it), and
certification date and time. This is a view-only screen.

Award Cash Management $ervice (ACMS$)

ACMS is the financial service for award payments that requires the submission of award-level payment
amounts each time funds are requested. ACM$ is accessed through www.Research.gov. ACM$ allows
grantee institutions to submit cash requests and adjustments to open and closed awards, as well as
access award-level information on payments and award balances.

Use the links below to access ACM$ user information.
« ACMS Getting Started Guide
« ACMS Permissions Guide



https://www.research.gov/common/attachment/Common/ACMSExternalUserGettingStartedGuide.pdf
https://www.research.gov/common/attachment/Common/ACM$PermissionsGuide.pdf

